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CHICAGO      BUREAU 

OF 

PUBLIC  EFFICIENCY 

Purposes  as  Stated  in  the 
Plan  of  Organization 

(1)  To  scrutinize  the  systems  of  accounting  in 
eight  local  governments  of  Chicago. 

(2)  To  examine  the  methods  of  purchasing 
materials  and  supplies  and  letting  and  executing 
construction  contracts  in  these  bodies. 

(3)  To  examine  the  payrolls  of  these  local 
governing  bodies  with  a  view  of  determining  the 
eflSiciency  of  such  expenditures. 

(4)  To  make  constructive  suggestions  for  im- 
provements in  the  directions  indicated  under  1,  2 
and  3,  and  to  co-operate  with  public  ofSicials  in 
the  installation  of  these  improved  methods. 

(5)  To  furnish  the  public  with  exact  informa- 
tion regarding  public  revenues  and  expenditures, 
and  thereby  promote  efficiency  and  economy  in 
the  public  service. 
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PUBLICATIONS. 


jf  Prepa,iii)g  and  Administering  the  Budget  of  Cook  County, 
Illinois.    January,  1911. 

2  Proposed  Purchase  of  Voting  Machines  hy  the  Board  of  Election 

Commissioners  of  the  Citj'  of  Chicago.  May,  1911.  (Out  of 
Print.) 

3  Street  Pavement  Laid  in  the   City  of  Chicago:     An  Inquiry  Into 

Paving  Materials,  Methods  and  Besults.  June,  1911.  (Out  of 
Print.) 

4  Electrolysis  of  Water  Pipes  in  the  City  of  Chicago.    July,  1911.    (Out 

of  Print.) 

5  Administration  of  the  Office  of  Eecorder  of  Cook  County,  Illinoia. 

September,  1911. 

6  A  Plea  for  Publicity  in  the  Office  of  County  Treasurer.     October, 

1911. 

7  Bepairing  Asphalt  Pavement:    Work  Done  for  the  City  of  Chicago 

Under  Contract  of  1911.    October,  1911,     (Out  of  Print.) 

8  The  Municipal  Court  Acts:     Two  Belated  Propositions  Upon  Which 

the  Voters  of  Chicago  Will  Be  Asked  to  Pass  Judgment  at  the 
Election  of  November  7 — ^Vote  No.  October  31,  1911.  (Out  of 
Print.) 

9  The  Water  Works  System  of  the  City  of  Chicago.    By  Dabney  H. 

Maury.    December,  1911. 

10  Bureau  of  Streets;   Civil  Service  Commission;   and  Special  Assess- 

ment Accounting  System  cf  the  City  of  Chicago.     December 
1911. 

11  Administration  of  the  Office  of  Coroner  of  Cook  County,  Illinois. 

December,  1911. 

12  Administration  of  the  Office  of  Sheriff  of  Cook  County,  Illinois.    De- 

cember, 1911. 

13  Administration  of  the  Office  of  Clerk  of  the  Circuit  Court  and  of  the 

Office  of  Clerk  of  the  Superior  Court  of  Cook  County,  Illinois. 
December,  1911. 

14  The  Judges  and  the  County  Fee  Offices.    December  19,  1911. 

15  General  Summary  and  Conclusions  of  Eeport  on  the  Park  Ck>vem- 

ments  of  Chicago.    December,  1911. 

16  The  Park  Governments  of  Chicago:     An  Inquiry  Into  Their  Organ- 

ization and  Methods  of  Administration.    December,  1911. 

17  Clerks  of  the  Circuit  and  Superior  Courts:    A  Supplemental  Inquiry 

Into  Their  Organization  and  Methods  of  Administration.  No- 
vember, 1912. 
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LETTER  OF  TRANSMITTAL 


To  the  Honorable  Judges 

of  the  Circuit  Court  of  Cook  County. 

Gentlemen  : 

The  Chicago  Bureau  of  Public  Efficiency  submits  herewith 
a  report  upon  the  office  of  Clerk  of  the  County  Court  of  Cook 
County. 

In  preparing  this  report,  the  Bureau  has  not  confined  itself 
to  the  single  aspect  of  the  matter  with  which  the  Judges  are  re- 
quired by  the  Constitution  of  the  State  to  deal — that  of  fixing 
the  number  of  employes.  It  has  aimed  to  carry  on  a  compre- 
hensive study  of  the  office,  and  to  make  a  presentation  of  facts 
and  conclusions  of  interest  to  the  general  public  and  to  the  ap- 
propriating body  of  the  county,  the  Board  of  County  Commis- 
sioners, as  well  as  to  the  Judges. 

Respectfully  submitted, 

Harris  S.  Keeler^ 

Director, 
Chicago,  November,  1912. 


SUMMARY  AND  CONCLUSIONS. 


I.    SAVING  WHICH  CAN  AND  SHOULD  BE  EFFECTED. 

The  Clerk  of  the  County  Court  has  requested  that  he  be 
■Slowed  28  clerks  for  the  fiscal  year  191 3.  These  clerks,  if  au- 
thorized, would  continue  to  do  the  work  of  28  clerks  now  em- 
ployed. Eight  of  them  are  unnecessary.  By  discontinuing  their 
services  and  regrading  the  salaries  of  the  remaining  clerks,  a 
saving  of  $14,580,  as  shown  by  the  following  table,  can  and 
should  be  effected. 

Saving  to  be  effected  by  discontinuing  the  fol- 
lowing positions : 

Assistant  to  the  County  Clerk $  3,000 

FiHng  Clerk 1,800 

Execution  Clerk 1,800 

Index  and  Docket  Clerk 1,248 

Assistant  Vault  Clerk 1,248 

2  Record- Writers  ($1,248  each) 2,496 

I  General  Clerk  (Lunacy  Division) 1,800 

$13,392 
Saving  to  be  effected  by  regrading  salaries  as 
shown  in  table  (page  6) 1,188 

Total  saving  which  can  and  should  be 
effected $14,580 

The  present  annual  pay  roll  expenditure  of  this  office  is  ap- 
proximately $45,632.  The  saving  which  should  be  effected, 
therefore,  exceeds  30  per  cent  of  the  total  amount  now  expend- 
ed in  salaries. 
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II.    NUMBER  OF  CLERKS  AND  SALARY  RATES  RECOMMENDED 
BY  THE  BUREAU  FOR  THE  YEAR  1913. 

The  Chicago  Bureau  of  Public  Efficiency  believes  that  20 
clerks  can  easily  do  the  work  of  this  office  and  recommends  that 
no  greater  number  be  granted.  It  further  recommends  that 
the  staff  be  reorganized  and  that  salaries  be  readjusted  in  the 
manner  set  forth  in  the  following  table: 


Descriptive  Title.                  BecomSded.     8aUry.*  Decrease. 

1     Chief    Clerk    $  3,000  $  3,000 

1     Cashier  and  Bookkeeper 1,800  2,400            $    600 

1    Filing  and  Process  Clerk 1,800  1,800 

1     Assistant  Filing  &  Process  Clerk  1,200  1,200 

1     Vault    Clerk    1,200  1,500                  300 

1     Stenographer     1,000  1,500                 500 

1     Minute   Clerk    1,500  1,800                  300 

1    Minute  Clerk  and  Eecord- Writer  1,500  1,500 
1     Chief  of  Eecord-Writing  and  Cer- 
tified Copy  Division 1,800  1,248                  552* 

1     Law  Eecord- Writer 1,800  1,800 

1     Special  Assessment  Eecord- Writer  1,248  1,248 

1  Special  Assessment  Eecord- Writer 

(Typist) 1,500  1,800                  300 

3     Certified  Copy  Clerks,  each 1,248  1,248 

2  Certified  Copy  Clerks   (Typists), 

each     1,000  1,248                  496 

2     General    Clerks     (Lunacy    Divi- 
sion),  each    1,500  1,248                  504* 

1     Court  Eeporter  (Lunacy  Division)  1,500  1,248                 252* 


•Increase. 


*0  $29,592  $30,780  $1,188 


If  the  writing  of  special  assessment  records  by  the  long 
hand  method  is  to  be  continued,  an  additional  clerk,  with  a  sal- 
ary of  $1,248  a  year,  is  recommended. 


Clerk  of  the  County  Court 


(The  clerk  at  present  employed  as  "inheritance  tax  clerk," 
hose  salary  of  $1,500  a  year  is  not  appropriated  by  the  County 
oard,  but  is  paid  out  of  fees  earned  in  inheritance  tax  cases,  has 
not  in  the  past  been  authorized  by  the  Judges  of  the  Circuit  Court. 

■The  position  held  by  him  is  not  included  in  the  foregoing  table, 
f  A  careful  regrading  of  salaries  based  on  the  character  of 
duties  performed  is  needed  throughout  the  entire  county  service. 
Little  uniformity  with  respect  thereto  now  exists.  In  the  ab- 
sence of  generally  established  standards  of  salary  rates,  the 
Bureau  recommends  such  salaries  as  it  believes  would  afford  fair 
compensation  for  the  services  to  be  performed.  In  recommend- 
ing these  salaries,  it  has  taken  into  consideration  prevailing 
salary  rates  and  similar  conditions  in  other  county  offices.  Where 
conditions  do  not  strongly  demand  changes,  present  salaries  have 
not  been  disturbed.  Reductions  are  shown  only  in  those  cases 
where  the  rates  now  paid  seem  clearly  too  high.  The  rates 
shown  in  the  foregoing  table,  however,  are  not  such  as  the  Bu- 
reau would  recommend  in  every  instance  if  an  entirely  new  or- 
ganization were  being  built  up. 

III.    GENERAL  REORGANIZATION  NEEDED. 

The  work  of  this  office  is  not  so  organized  as  to  produce 
efficient  and  economical  service.  In  the  opinion  of  the  Bureau, 
if  a  general  reorganization  of  the  staff  were  effected  and  duties 
assigned  in  the  manner  set  forth  in  the  text  of  this  report,  the 
reduction  recommended  in  the  present  number  of  employes  could 
be  made  without  impairing  the  efficiency  of  the  service. 

The  record-writing  and  certified  copy  work  of  the  office 
should  be  placed  under  the  immediate  supervision  of  a  compe- 
tent head.  Typewriters  and  book  typewriting  machines  should 
be  installed  and  used  so  far  as  practicable  in  the  work  of  this 
division. 
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IV.     SERVICE  RECORDS. 
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Service  records,  which  will  show  the  character  and  quantity 
of  work  performed  by  each  clerk,  should  be  introduced  in  the 
record-writing  and  certified  copy  division  of  the  service  and, 
when  introduced,  such  records  should  be  faithfully  kept. 


ADMINISTRATION 

OF  THE  OFFICE  OF 

Clerk  of  the  County  Court 

OF 
COOK  COUNTY. 


jsdiction  and  organization  of  the  court. 

The  constitution  of  1870  limits  the  jurisdiction  of  the  Coun- 
~ Court  of  Cook  County  to  original  jurisdiction  in  proceedings 
for  the  collection  of  taxes  and  assessments  and  such  other  ju- 
risdiction as  may  be  provided  for  by  general  law. 

In  accordance  with  this  authority  granted  by  the  constitu- 
tion, the  Legislature  has  from  time  to  time  conferred  upon  this 
Court  the  power  to  hear  and  determine  various  classes  of  pro- 
ceedings. In  some  cases  its  jurisdiction  is  exclusive;  in  others, 
it  is  concurrent  with  that  of  the  Circuit  and  Superior  Courts  of 
the  county. 

For  the  purposes  of  this  report,  the  character  of  the  pro- 
ceedings over  which  the  County  Court  has  jurisdiction  is  ma- 
terial only  in  so  far  as  the  work  done  in  the  Clerk's  office  may 
be  affected  thereby,  and  no  attempt  is  here  made  to  enumerate 
all  of  the  classes  of  cases  in  which  the  Court  may  be  called  upon 
to  exercise  its  jurisdiction. 

An  examination  of  the  records  of  the  Court  shows  that  in 
the  past  its  acts  have  been  confined  chiefly  to  the  following  seven 
general  classes  of  cases: 

I.  Miscellaneous  common  law  and  statutory  proceedings. 
These  include  condemnation  proceedings,  pauper  and  support 
cases,  adoption  proceedings,  suits  for  the  collection  of  inheri- 
tance taxes,  appeals  from  orders  of  the  County  Judge  (when  he 
acts  as  state  inheritance  tax  officer  in  fixing  the  amounts  of  in- 
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heritance  taxes,  rather  than  in  his  judicial  capacity  as  Judge  of 
County  Court)  and  appeals  from  justices  of  the  peace. 

2.  Election  proceedings. 

3.  Proceedings  for  the  collection  of  delinquent  taxes  and 
special  assessments. 

4.  Contempt  proceedings. 

5.  Voluntary  assignment  proceedings. 

6.  Lunacy  proceedings. 

7.  Special  assessment  proceedings. 

Proceedings  before  the  County  Judge  for  determining  the 
amount  of  inheritance  taxes  are  not,  strictly  speaking,  proceed- 
ings before  the  County  Court.  The  clerical  work  involved,  how- 
ever, is  in  part  performed  in  the  Clerk's  office. 

The  Court  is  presided  over  by  the  County  Judge,  who  is 
elected  by  the  voters  of  the  county  for  a  term  of  four  years.  He 
receives  a  salary  of  $io,cxx)  a  year.  The  large  amount  of  liti- 
gation which  the  County  Court  of  Cook  County  is  called  upon 
to  dispose  of  from  time  to  time  requires  the  services  of  more 
than  one  judge.  This  situation  is  met  by  the  County  Judge  of 
this  county  calling  to  his  assistance,  when  necessary,  the  county 
judges  of  other  counties  of  the  state. 

The  office  of  the  Clerk  of  the  County  Court  is  an  elective 
one  under  the  constitution  of  1870,  but  the  Legislature  has  pro- 
vided that  the  County  Clerk  shall  also  be  Clerk  of  the  County 
Court.  As  County  Clerk  he  receives  a  salary  of  $9,000  a  year. 
As  Clerk  of  the  County  Court,  however,  he  receives  no  additional 
compensation.  The  act  of  the  Legislature  increasing  the  salary 
to  $9,000  was  passed  in  1909.  The  salary  of  the  predecessor  of 
the  present  incumbent  was  only  $5,000.  The  term  of  office  of 
the  Clerk  is  four  years. 
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THE 


CHARACTER   AND   VOLUME   OF   THE   WORK 
PERFORMED  IN  THE  CLERK'S  OFFICE. 


I 

!■  The  fact  that  the  jurisdiction  of  the  County  Court  and  Coun-^ 
ty  Judge  extends  to  several  distinct  classes  of  cases  affects,  to 

'  some  extent,  the  detail  of  the  work  of  the  Qerk's  office,  but,  in 
the  main,  the  work  done  in  this  office  does  not  differ  materially 

I  from  that  usually  performed  by  court  clerks  and  their  assist- 
ants.   When  classified,  the  duties  performed  divide  into  six  gen^ 

,  eral  divisions : 


The  receipt  and  filing  of  papers  and  documents. 

The  issuance  of  process. 

The  keeping  of  registers,  dockets  and  indexes  in  connec* 
tion  with  (i)  and  (2). 

(a)  The  receipt  of  fees ; 

(b)  The  receipt  and  disbursement  of  other  moneys — 
chiefly  funds  in  support  cases; 

(c)  The  keeping  of  sundry  financial  records  in  connec- 
tion with  (a)  and  (b). 

Attending  court  and 

(a)  Making  minutes  of  the  proceedings  thereof; 

(b)  Spreading  the  proceedings  at  length  upon  the  rec- 
ords of  the  court. 

Making  certified  copies  of  records  and  documents  on  file 
in  the  office. 

Separate  sets  of  records  are  kept  for  the  eight  classes  of 
proceedings  set  forth  on  pages  9  and  10  of  this  report.  For 
the  purpose  of  determining  the  volume  of  business  handled  and 
also  the  amount  of  work  performed  by  this  office,  the  inves- 
tigators of  the  Bureau  have  carefully  examined  these  records. 
The  results  of  this  examination  are  embodied,  so  far  as  practicable, 
in  the  following  table. 
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tJZ 


Chicago  Bureau  of  Public  Efficiency 


TABLE  SHOWING  THE  VOLUME  OF  BUSINESS  HANDLED  AND  THE 
AMOUNT  OF  WORK  DONE  IN  THE  OFFICE  OF  CLERK  OF  THE 
COUNTY  COURT,  FOR  THE  PERIODS  NOVEMBER  1,  1910,  TO 
OCTOBER  31,  1911,  AND  NOVEMBER  1,  1911,  TO  MAY  31,  1912,  RE- 
SPECTIVELY, AS  INDICATED  BY  THE  RECORDS  OF  SAID  COURT 
AND  OF  PROCEEDINGS  BEFORE  THE  JUDGE  THEREOF  ON 
FILE  IN  SAID  OFFICE.  (CERTIFIED  COPY  WORK  IS  NOT  IN- 
CLUDED.) 


November  1, 1910, 
to  October  31, 1911. 

Average 
per  Office 
Total,      or  Work- 
ing Day. 

Number    of    Suits    or    Proceedings 
Instituted  which  were  Docketed 
-  and  Indexed   and   in   which  Pa- 
pers were  Filed  and  Eegistered 
and  Fees  Charged  or  Collected: 

Common  Law  and  Appeal..  1239             4.5 

Election* 

Delinquent   Tax 237                f 

Contempt     25                % 

Voluntary  Assignment 3 

Deaf,     dumb     and     feeble- 
minded**    74               .27-f- 

Special  Assessment    682  2.5 

Inheritance  Tax 495  1.8 

Total  Except  Lunacy  Cases     2755  9.07 

Lunacy  Cases    2222  8.-f- 

GEAND  TOTAL 4977  17. 


November  1, 1911, 
to  May  31, 1912. 


Average 
per  Office 
Total,     or  Work- 
ing Day. 


895 


5.6 


38 

t 

2 

25 

.16 

730 

4.6 

364 

2.3 

2054 

12.66 

1412 

9.— 

3466 


21. 


*Included  in  common  law  and  contempt  cases. 

•*Not  docketed  or  registered. 

fObjections  to  judgment  for  sale  of  real  estate  for  delinquent  taxes 
and  special  assessments  are  filed  during  June  and  July  of  each  year.  Only 
appearances  of  attorneys  in  such  cases  are  docketed.  The  figures  shown 
indicate  the  number  of  appearances  filed  in  1911. 

^Contempt  cases  in  most  instances  grow  out  of  election  matters  and 
the  work  in  connection  with  them,  therefore,  usually  arises  about  the 
times  elections  are  held.    No  fees  are  charged  or  collected  on  these  cases. 
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TABLE  CONTINUED. 


I  November  1, 1910,    November  1, 1911, 

to  October  31, 1911.       to  May  31, 1912. 
Average  Average 

per  Office  per  Office 

Total,      or  Work-       Total,     or  Work- 
ing Day.  ing  Day. 
umber  of  Appearances  Filed  and 
Fees    Collected    (all    classes    of 
cases  included)    947            3.46            637  4. 
umber  of  Writs  Issued: 

Original    process     (common 

law,  etc.)***    1239  4.5  895  5.6 

Attachments  against  persons       340(a)       1.3  221  1.4 
Executions  issued  and  dock- 
eted            65               .23+           67  .42-h 

Number    of    Judgments    Docketed 

(common  law,  etc.) 533  2.—  369  2.3+ 

Number  of  Cases  in  which  Costs 
were  Taxed: 

Common  law,  etc 629  2.3  348  2.2 

Lunacy 2236  8.+  1433  9.+ 

Number   of    Collections    made   of 

^'support''  money   8195  30.  5857  37. 

Number  of  Disbursements  made  of 

'^support''  money    6039  22.  4508  28. 

Number   of  Pages   of    Eecord 
Written  (See  Note  1)  : 

Common  Law  and  Appeal: 

General  orders   (long  hand)     1345  5.3  953  6.3 

Default        and        judgment 

(form) 30  (b)  21  (b) 

Confession       of       judgment 

(form)     5  2 

Inheritance  tax  (long  hand)  §  129  .8+ 

Election: 

General  orders    (long  hand)       540  2.+  XX 

Delinquent  Tax****   

Contempt***** 

***Alias  and  pluries  writs  not  included. 

****Minutes  of  proceedings  only  entered  in  docket. 

*****Spread  in  election  record. 

§Not  opened  until  November  4,  1911. 

$$Not  written  up. 

(a)December  1,  1910,  to  October  31,  1911. 

(b)Each  case  covers  1  page.  Figures  show  1  case  every  10  and  8 
days  respectively. 

Note  1 — The  figures  showing  records  written,  unless  expressly  qual- 
ified, cover  the  work  originating  during  the  periods  covered,  irrespective 
of  when  the  writing  was  actually  done.  Data  as  to  the  actual  amount  of 
writing  done  during  these  periods  are  not  available. 
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TABLE  CONCLUDED. 


November  1, 1910,      November  1, 1911, 
to  October  31, 1911.       to  May  31, 1913. 

Average  Average 
per  Office  per  Office 
Total,   or  Work-  TotaL      or  Work- 
ing Day.  ing  Day. 

Voluntary  Assignments: 
General  orders  (long  hand) .         61  .24  28  .18 

Special  Assessment: 
Orders      confirming      assess- 
ments (forms)   245  1.—  210  1.4 

Default     and     confirmation 
(except  objections)  (forms)       %%  tXi^) 

General  orders: 

City  (long  hand) 803  3.2-f  tt 

Country  (long  hand)   ....       649  2.6—  291  «.— 

Inheritance  Tax: 

Orders  appointing  appraiser 

(form)    495  2.—  364  3.4 

Orders    fixing    taxes    (long 

hand)    964  3.8  700  4.« 

Beceipt  record  (long  hand).       461  1.8  277  1.8 

Lunacy: 

General  orders  (long  hand) ,  174              .6+  140              .9-J^ 

Lunatic  record  (form) 1637  6.5  1027  6.8 

Eestoration  record  (form) . .  28              .1+  23              .1-f- 

:|:JNot  written  up. 

(c)One  clerk  worked  on  this  record  from  April  6  to  August  23,  1912. 
£06  pages  covering  orders  entered  from  January  7,  1909,  to  October  19, 
1909,  were  written. 

It  will  be  noted  from  an  examination  of  the  foregoing  table 
that  the  greater  part  of  the  work  of  this  office  is  in  connection 
with  the  miscellaneous  common  law  and  statutory  proceedings, 
lunacy  cases,  special  assessment  proceedings  and  inheritance  tax 
matters.  Election  proceedings,  proceedings  for  the  collection  of 
delinquent  taxes  and  special  assessments,  and  contempt  proceed- 
ings require  the  attention  of  the  clerks  at  irregular  intervals. 
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but  the  service  rendered  in  connection  therewith  is  inconsidera- 
ble.   The  voluntary  assignment  business  is  negligible. 

Attention  is  called  to  the  fact  that  the  work  of  the  certified 
copy  clerks  is  not  shown  on  the  table.  Data  susceptible  of  being 
presented  in  a  table  are  not  available. 

In  connection  with  lunacy  cases,  petitions  and  other  papers 
are  prepared.  They  include  warrants  authorizing  the  arrest  and 
detention  of  lunatics,  copies  of  proceedings,  interrogatories,  etc. 
This  work  is  not  reflected  in  the  table. 
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THE  PRESENT  ORGANIZATION. 


The  order  of  the  Judges  of  the  Circuit  Court,  entered  in 
December,  191 1,  authorized  for  the  fiscal  year  1912  the  employ- 
ment  of  26  clerks  as  assistants  to  the  Clerk  of  the  County  Court. 
At  the  time  this  order  was  entered,  there  were  also  employed  in 
this  office  two  clerks  who  were  carried  on  the  pay  roll  of  the 
County  Clerk,  and  a  third  clerk,  designated  "inheritance  tax 
clerk,"  whose  salary  had  not  been  appropriated  by  the  County 
Board,  but  who  was  being  paid  out  of  fees  collected  in  inher- 
itance tax  cases.  The  employment  of  these  clerks  has  continued 
under  the  same  conditions.  The  force  nominally  employed  in 
this  office,  therefore,  numbers  29.  At  the  time  the  Bureau  in- 
vestigation was  instituted,  however,  there  existed  two  vacancies 
in  the  positions  authorized  by  the  Judges.  One  of  these  vacan- 
cies was  occasioned  by  the  death  of,  and  the  other  by  the  sick- 
ness of,  the  former  incumbent.  Both  vacancies  had  existed  for 
a  considerable  period. 

The  appropriations  made  by  the  County  Board  for  salaries 
for  the  26  clerks  authorized  by  the  Judges  aggregated  $41,636. 
The  two  clerks  carried  on  the  County  Clerk's  pay  roll  are  extra 
men  and  are  paid  $4  a  day,  or  approximately  $1,248  a  year  each. 
The  inheritance  tax  clerk  receives  $1,500  a  year.  The  total  pay 
roll  expenditure  of  this  office,  therefore,  is  approximately  $45,632. 

The  following  table  shows  the  number  of  clerks  authorized 
for  the  year  1912  and  the  number  actually  working  in  the  office 
at  the  time  this  investigation  was  instituted,  classified  both  in  ac- 
cordance with  the  duties  ordinarily  performed  and  the  budget 
designations;  also  the  salary  authorized  and  that  paid  in  each 
instance. 
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^'^T^Tfr.^SS^Yi^^™^^^  O^  CLERKS  AUTHORIZED  BY  CIRCUIT 
JUDGES,  AND  THE  NUMBER  WORKING  IN  THE  OFFTpV 
S^i?f^^^^  ^^™  '"^  ACCORDANCE   WITH   THE   DUTIES   OrS?' 


SALARY   AUTHORIZED  AND   PAID   IN  EACH   CASE. 


No.  ' 

^'  ^      Position  Salary 

tHor-          Held  as  Indicated             Position  Authorized    Author-  Salary 

ized.     by  Duties   Performed.              by  1912  Budget.          ized.  Paid. 

1     Inheritance   Tax   Clerk.  ,Asst.  to  County  Clerk. .  .$3,000  $3  000 

1     Cashier  and  Bookkeeper.Chief  Clerk 3,000  3^000 

1     Chief  Clerk   Cashier  and  Bookkeeper.   2*400  2*400 

1     Assistant  Chief  Clerk... Clerk   1800  1800 

1     l^}]''SG^eT^   Clerk    '..'i   lis 00  LSOO 

1     Filing  Clerk   Clerk     1,500  1  200 

1     Execution   Clerk    Clerk   1800  1800 

1     Index  &  Docket  Clerk. . .  Extra   man    $4  per  $4  'per 

1     Vault  Clerk    Clerk 1,500  \%o 

1     Assistant    Vault    Clerk.  .Extra   man    $4  per  $4  per 

1     Stenographer    Stenographer    1,200  1^500 

1     Eecord- Writer    Record-Writer    1800  I'soO 

1     Record- Writer    Record-Writer    i'800  I'sOO 

1     Record- Writer    Extra  Man   $4  per  $4  per 

Record-Writer    Extra  Man    $4  ^/er  $4^per 


Record- Writer    Extra  Man   $t^eT  $4  ^per 

Folio    Clerks    Extra  Men   $tjer  $4^Jer 

day  day 

1    Folio    Clerk    ..Clerk  ^'^'^^  ^^^'^^ 


-^  vxxv,    v^iciiv    uierK:     1  200  1  200 

1     ^•'"''^    ^n.^'}   ^^^^*^  Cl«^^ •  •  •  •  1^800  I'SOO 

1     Minute    Clerk    Minute  Clerk   l  5OO  1500 

1     General   Clerk    Extra  Man    $4  per  ^Hl. 

1     Minute  &  General  Clerk.Minute  Clerk   1  800 


$4  per     $4  per 
day 
800  1,800 


26        TOTAL  AUTHORIZED  BY  JUDGES 
1     General   Clerk    


1     Court   Reporter    . 

1     Inheritance   Tax   Clerk 

29        TOTAL  EMPLOYES 


$4  per 

day 
$4  per 
day 
t  1,500 


Vacancy  due  to  sickness  of  former  incumbent. 
Vacancy  due  to  death  of  former  incumbent. 
fPaid  out  of  appropriation  for  County  Clerk's  office. 
JPaid  from  fees  collected  in  inheritance  tax  matters. 
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A  summarized  statement  of  the  duties  regularly  assigned 
to  and  performed  by  each  clerk  at  the  time  the  investigators  were 
working  in  the  office  follows. 

Assistant  to  the  County  Clerk. 

The  situation  with  respect  to  this  clerk,  whose  salary  is 
$3,000  a  year,  calls  for  special  consideration.  Prior  to  Decem- 
ber, 1910,  there  had  been  carried  on  the  pay  roll  of  this  office 
a  clerk,  designated  as  "Assistant  to  the  County  Judge,"  who  as- 
sisted the  Judge  in  disposing  of  certain  routine  court  matters. 
The  power  of  appointing  this  assistant  to  the  Judge  rested  with 
the  Clerk  of  the  Court.  When  the  present  County  Judge  as- 
sumed his  duties  he  refused  to  recognize  the  appointee  of  the 
Clerk,  and  since  that  time  such  court  matters  as  have  not  been 
attended  to  personally  by  the  County  Judge  of  this  county  have 
been  disposed  of  by  judges  of  other  counties  who  have  been 
called  upon  to  assist  and  who  have  been  paid  $10  a  day  for 
their  services. 

When  Judge  Owens  refused  to  recognize  the  assistant  ap- 
pointed for  him,  the  title  of  the  latter  was  changed  from  "As- 
sistant to  the  County  Judge"  to  "Assistant  to  the  County  Clerk," 
and  he  was  retained  at  the  same  salary,  $3,000  a  year.  Mean- 
while he  was  installed  in  the  "chambers"  of  the  judge  of  the 
branch  court  and  assigned  to  copying  inheritance  tax  receipts. 
From  November  i,  1910,  to  October  31,  191 1,  he  copied  161 
pages — less  than  three-quarters  of  a  page  per  day.  From  No- 
vember I,  191 1,  to  May  31,  1912,  he  wrote  267  pages — a  little 
over  a  page  each  day.  It  seems  apparent  that  assigning  this 
work  to  him  is  little  more  than  a  subterfuge  to  keep  him  on  the 
pay  roll.  If  he  has  rendered  any  other  service  the  Bureau  in- 
vestigators have  been  unable  to  discover  what  it  was.  He  is 
an  attorney  in  active  practice  and  devotes  but  a  very  inconsid- 
erable portion  of  his  time  to  his  work  in  the  Clerk's  office.  The 
Bureau  believes  that  the  present  volume  of  this  work  is  not  so 
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large  but  that  the  regularly  appointed  inheritance  tax  clerk  can 
handle  it  in  addition  to  his  other  duties,  but  if,  in  addition  to 
the  regular  clerk  now  provided,  other  assistance  were  needed  to  do 
this  work,  a  copyist,  who  would  render  as  satisfactory  service  as 
the  assistant  to  the  County  Clerk,  could  probably  be  employed  for 
$900  per  year.  There  is  no  justification  whatever  for  retaining 
this  position  under  present  conditions. 

Chief  Clerk. 

Nominally  the  chief  clerk  is  in  charge  of  the  office  and 
supervises  the  work  of  the  entire  staff.  The  real  directing  head 
of  the  organization,  however,  is  the  "assistant  chief  clerk."  The 
duties  performed  by  the  chief  clerk,  in  connection  with  the  ad- 
ministration of  the  affairs  of  the  office,  are  negligible. 

Assistant  Chief  Clerk. 

This  clerk  performs  a  multiplicity  of  duties.  Besides  di- 
recting and  supervising  the  work  of  the  entire  force,  he  assists 
in  receiving  papers  tendered  for  filing,  collects  fees  and  moneys 
paid  in  support  cases  and  issues  process,  except  executions.  In 
addition,  he  operates  sundry  financial  records  in  connection  with 
the  collection  of  fees  and  also  the  ledger  for  charge  accounts, 
and  prepares  and  mails  monthly  statements  of  such  accounts. 
Further,  he  has  charge  of  the  employes'  daily  time  register, 
prepares  the  pay  rolls  and  requisitions  supplies. 

Filing  Clerks. 

There  are  two  filing  clerks  who  receive  documents  offered 
for  filing,  except  those  relating  to  lunacy  cases,  collect  fees  and 
"support  money"  and  issue  receipts  therefor. 

Cashier  and  Bookkeeper. 

The  cashier  receives,  either  directly  or  from  the  filing  clerks, 
all  money  paid  into  the  office.  He  also  operates  a  daily  cash  sheet 
upon  which  entries  are  made  of  all  fees  collected  or  charged. 
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port  cases  were  not  made  on  this  sheet  at  the  time  the  investiga- 
tion was  in  progress,  but  a  summarized  statement  of  such  trans- 
actions, as  well  as  of  fees  collected,  was  prepared  each  month 
by  the  cashier. 

Execution  Clerk. 

The  execution  clerk  prepares  data  from  which  the  stenog- 
rapher writes  up  executions.  He  also  dockets  executions  when 
issued,  and  subsequently,  when  writs  are  returned,  makes  nec- 
essary entries  in  the  execution  docket.  In  addition  to  this,  he 
posts  the  judgment  docket  and  taxes  costs,  making  the  neces- 
sary entries  in  the  fee  book.  The  records  show  that  on  an  aver- 
age he  dockets  two  judgments  and  taxes  costs  in  two  cases  each 
day  and  issues  one  execution  every  three  or  four  days.  He  re- 
ceives a  salary  of  $i,8oo. 

\Index  and  Docket  Clerk. 

This  clerk  indexes  all  "common  law  and  appeal"  cases  in 
[the  general  indexes  and  makes  the  opening  entries  for  the  same 
!in  the  "common  law"  docket.  He  subsequently  registers  in  this 
docket  papers  filed  in  each  case  and  posts  thereto,  from  the  min- 
ute clerks'  blotters,  minutes  of  all  orders  entered  in  these  cases. 
In  addition,  he  performs  such  general  work  as  may  be  assigned 
to  him,  and  recently  has  been  operating  the  record  of  orders  en- 
tered in  inheritance  tax  suits. 

Vault  Clerk. 

The  vault  clerk  is  in  charge  of  the  vault  wherein  are  kept 
all  documents  and  papers  filed  in  the  office.  In  this  connection 
he  and  his  assistant  wait  on  the  public,  delivering  such  files  as 
may  be  called  for  by  persons  wishing  to  examine  them. 

In  addition  to  performing  the  above  duties,  the  vault  clerk 
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operates  the  special  assessment  dockets  and  sundry  blotters  in 
connection  therewith,  and  also  the  contempt  docket. 

Assistant  Vault  Clerk. 

This  clerk  assists  the  vault  clerk  in  doing  the  work  above 
described,  except  the  special  assessment  work.  He  also  pre- 
pares file  wrappers. 

Stenographer. 

The  stenographer  performs  the  general  stenographic  work 
of  the  office,  which  consists  chiefly  in  handling  the  correspond- 
ence. She  also  prepares  executions  from  data  furnished  by  the 
execution  clerk,  and  occasionally  assists  the  reporter  assigned 
to  the  lunacy  division. 

Record-  Writers. 

There  are  nominally  five  record-writers  employed.  One 
writes  up  all  orders  entered  in  "common  law  and  appeal"  cases, 
except  those  in  inheritance  tax  suits.  Two  other  clerks  write 
the  general  orders  entered  in  city  and  country  special  assess- 
ment cases,  respectively.  A  fourth  clerk  operates  the  form  rec- 
ords used  in  spreading  orders  for  the  confirmation  of  special 
assessments.  The  keeping  of  the  record  of  orders  entered  in 
election  proceedings  was  assigned  to  the  fifth  clerk,  but  at  the 
time  of  this  investigation  there  was  a  vacancy  in  this  clerkship, 
due  to  the  death  of  the  former  incumbent,  and  the  work  had 
been  left  undone  since  his  death.  December  6,  191 1,  was  the  date 
of  the  last  order  written. 

Folio  Clerks. 

Six  clerks,  one  of  whom  supervises  the  work,  are  assigned 
to  the  preparation  of  transcripts  of  records  and  of  certified 
copies  of  special  assessment  rolls  and  other  documents.  More 
than  80  per  cent  of  this  work  is  in  connection  with  certifying 
special  assessment  rolls. 
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\ Minute  Clerks. 

There  are  two  minute  clerks  regularly  assigned  to  this 
[branch  of  the  service.  One  attends  the  sessions  of  the  main 
court;  the  other,  those  of  the  branch  court  which  is  engaged 
chiefly  in  the  trial  of  cases  on  the  common  law  calendar. 

Lunacy  Division  Clerks. 

Four  clerks  are  regularly  assigned  to  the  lunacy  work  of 
the  court.  One  is  a  court  reporter,  who  takes  and  transcribes 
the  testimony  heard  at  lunacy  hearings.  Two  others  perform 
^most  of  the  work  of  preparing  papers  and  records  in  connection 
'with  this  branch  of  the  service,  one  of  them  acting  as  minute  clerk 
at  the  lunacy  hearings.  The  fourth  clerk  assists  these  two,  but 
the  amount  of  work  done  by  him  is  inconsiderable  and  not  at 
lall  in  proportion  to  the  compensation  which  he  receives — ^$1,800 
[a  year. 

\lnheritance  Tax  Clerk. 

This  clerk  has  charge  of  the  docketing  and  recording  of  doc- 

'Uments  filed  in  the  Clerk's  office  relating  to  proceedings  insti- 
tuted before  the  County  Judge,  as  state  inheritance  tax  officer, 
for  the  purpose  of  determining  amounts  due  for  inheritance  taxes. 
The  work  consists  principally  of  docketing  the  papers  filed  in 
each  case,  usually  five  in  number,  and  then  copying,  in  books 
provided  for  that  purpose,  (i)  the  order  appointing  the  ap- 
praiser, (2)  the  order  fixing  the  amount  of  the  tax,  and  (3)  the 

[receipt  issued  by  the  county  treasurer  when  the  tax  is  paid. 
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SUGGESTED  CHANGES. 
1.    GENERAL  REORGANIZATION. 

The  work  of  this  office  is  not  so  distributed  as  to  produce 
efficient  and  economical  service.  If  a  general  reorganization  of  the 
staff  were  effected  and  duties  assigned  in  the  manner  set  forth 
in  the  following  paragraphs  and  indicated  also  in  the  chart  of 
reorganization  shown  on  page  27,  it  is  believed  that  the  present 
number  of  employes  could  be  reduced  by  eight  without  impair- 
ing the  efficiency  of  the  service.  On  the  basis  of  the  salaries  now 
paid,  this  would  result  in  a  saving  of  $13,392  a  year,  which  is 
approximately  29  per  cent  of  the  present  pay  roll. 

The  proposed  plan  of  reorganization  contemplates  the  dis- 
continuance of  the  following  existing  positions.  The  salary 
rates  shown  are  those  now  paid : 

I  assistant  to  the  County  Clerk $  3,000 

I  filing  clerk 1,800 

I  execution  clerk 1,800 

I  index  and  docket  clerk 1,248 

I  assistant  vault  clerk 1,248 

I  record-writer    1,248 

I  record-writer    1,248 

I  general  clerk  (lunacy  division) 1,800 

Total    $13^392 

If  the  writing  of  special  assessment  records  by  the  long  hand 
method  is  to  be  continued,  the  abolishing  of  but  seven  of  the 
eight  positions  mentioned  above  is  recommended.  In  that  case, 
the  saving  effected  would  be  $12,144  instead  of  $13,392. 

If  the  salaries  of  the  clerks  retained  were  regraded  to  con- 
form with  the  rates  contained  in  the  table  on  page  6  and  shown 
on  the  chart  of  reorganization  (page  27),  a  further  saving  of 
$1,188  might  be  made. 
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The  reasons  for  dispensing  with  the  services  of  the  assist- 
ant to  the  County  Clerk  have  been  fully  set  forth  on  page  19. 

The  records  show  that  during  the  past  year  and  a  half  the 
execution  clerk  has,  on  an  average,  docketed  two  judgments 
and  taxed  costs  in  two  cases  each  day,  and  has  issued  one  execu- 
tion every  three  or  four  days.  For  this  work  he  has  been  paid 
at  the  rate  of  $1,800  a  year.  That  the  entire  time  of  a  clerk 
is  not  required  for  this  work,  it  seems  needless  to  argue.  In  the 
plan  of  reorganization  which  follows,  these  duties  have  been 
otherwise  assigned. 

The  work  performed  by  the  general  clerk  (lunacy  division), 
who  is  carried  on  the  pay  roll  as  a  minute  clerk,  is  so  slight  that 
it  can  be  assigned  to  the  other  clerks  of  the  division  without 
materially  increasing  their  duties. 

The  abolition  of  the  other  clerkships  mentioned  on  page  25 
is  recommended  because  reorganizing  the  force  and  reassigning 
the  duties  which  now  attach  to  them  would  leave  no  work  for  the 
clerks  to  do. 

The  plan  proposed  provides  for  the  retention  of  the  fol- 
lowing positions  and  the  assignment  of  work  in  the  following 
manner : 

Chief  Clerk. 

The  chief  clerk  should  assume  the  actual  supervision  and 
direction  of  the  organization.  In  addition  to  handling  the  cor- 
respondence of  the  office,  it  would  be  well  if  the  keeping  of 
time  reports  and  service  records,  the  making  up  of  pay  rolls,  the 
checking  of  the  cashier's  accounts,  the  operation  of  statistical 
records  and  the  preparation  of  reports  and  general  financial 
statements  were  assigned  so  as  to  require  his  immediate  super- 
vision. He  should  also  requisition  supplies.  The  general  ste- 
nographer should  act  as  his  secretary  and  could  readily  handle 
the  clerical  work  in  connection  with  all  of  these  matters. 
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Cashier  and  Bookkeeper. 

The  cashier  should  not  only  receive  and  disburse  fees  and 
trust  funds,  such  as  payments  in  "support"  cases,  but  he  should 
operate  the  financial  records  incidental  thereto,  including  the  led- 
gers provided  for  "support"  and  charge  accounts.  Monthly 
statements  of  charge  accounts  should  be  prepared  and  sent  out 
by  him. 

An  examination  of  the  records  of  the  office  indicates  that  the 
average  number  of  separate  transactions  daily  involving  the  col- 
lection and  disbursement  of  funds  is  about  80.  A  competent 
cashier  should  experience  no  difficulty  in  handling  this  work. 

Filing  and  Process  Clerk  and  One  Assistant. 

These  two  clerks  should  receive  all  papers  offered  for  filing 
in  the  main  office  (except  in  lunacy  cases)  and  place  the  file 
marks  and  serial  numbers  thereon.  They  should  issue  receipts 
for  fees,  collect  the  latter  and  transmit  them  to  the  cashier. 
They  should  issue  all  process,  including  executions.  The  com- 
mon law,  special  assessment,  inheritance  tax  and  tax  objection 
dockets  and  the  indexes  provided  in  connection  therewith,  as 
well  as  the  contempt  and  other  dockets  (except  the  lunacy 
docket  and  index)  should  be  under  the  control  of  these  clerks, 
who  should  be  required  to  make  all  entries  therein,  except  those 
relating  to  orders  entered  by  the  court.  Minutes  of  such  orders 
should  be  posted  by  the  minute  clerks  as  is  now  the  practice  in 
the  Circuit  and  Superior  Courts.  The  posting  of  the  judgment 
docket  and  fee  book  should  also  be  assigned  to  the  filing  clerks. 
A  summary  of  fee  earnings,  as  shown  by  the  triplicate  of  the 
receipts  issued  by  them  and  the  cashier,  should  be  prepared 
each  day  and  after  verification  with  the  cashier's  accounts  should 
be  transmitted  to  the  chief  clerk  with  such  triplicates.  Such  a 
summary  would  furnish  the  data  from  which  the  general  daily 
and  monthly  record  of  these  earnings  would  be  made  up.  The 
present  assistant  chief  clerk  might  be  retained  as  filing  and 
process  clerk. 
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The  following  table  shows  the  approximate  amount  of  work 
involved  in  discharging  the  duties  above  described  as  indicated 
by  the  volume  of  business  handled  by  this  office  during  the  pe- 
riods shown.  Contempt  and  voluntary  assignment  cases  are  not 
included,  as  they  appear  at  irregular  intervals,  but  their  number 
in  the  aggregate  is  so  small  as  not  to  affect  the  volume  of  work 
to  any  considerable  extent. 


November  1,  1910,     November  1,  1911, 
to  to 

October    31,     1911  May    31,    1912 

Average    per  Average    per 

Total        office  day       Total      office  day 

Number  of  suits  and  proceedings  insti- 
tuted which  were  docketed  and  in- 
dexed and  in  which  papers  were  filed 
and  registered  and  fees  charged  or 
collected  (except  lunacy  cases). 

Common  Law  and  Appeal    357  372  .... 

Condemnation 20  ....  26  .... 

Pauper  and  Support 654  302  .... 

Adoption 208  195  .... 

Total  suits   docketed  in  Com- 
mon Law  Docket    1,239  4.5  895  5.6 

Special  Assessments 682  2.5  730  4.6 

Inheritance  Tax    495  1.8  364  2.3 

*Deaf,  dumb  and  feeble  minded 74  .27  25  .16 

Total     suits    and    proceedings 

instituted    2,490  9.  2,014         12.66 

••Appearances  filed  947          3.46           637          4. 

Number  of  cases  in  which  original  pro- 
cess issued 1,239           4.5              895           5.6 

Number  of  judgments  docketed 533          2. —           369          2.3 

Number  of  cases  in  which  costs  were 

taxed 629           2.3              348           2.2 

Number  of  executions  issued  and  dock- 
eted    65             .23              67             .42 

Number  of  attachments  issued  against 

persons 340t        1.3             221          1.4 

•Not  docketed  or  registered. 

••Includes  objections  to  judgments  for  sale  for  delinquent  taxes  and 
assessments. 

fDecember  1,  1910,  to  October  31,  1911. 
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At  the  time  this  investigation  was  in  progress  two  clerks 
were  experiencing  no  difficulty  in  performing  the  duties  out- 
lined, with  the  exception  of  the  operation  of  the  several  dockets 
mentioned  and  the  issuance  of  executions.  The  burden  of  these 
additional  duties,  under  the  plan  proposed,  would  be  more  than 
offset  by  the  fact  that  other  duties,  now  engaging  much  of  their 
time,  would  be  assigned  to  the  chief  clerk  and  cashier. 

It  is  believed  that  one  clerk  could  satisfactorily  perform  the 
work  outlined,  under  normal  conditions.  The  assistant  is  pro- 
vided with  a  view  to  his  serving  as  a  relief  clerk  for  the  cashier, 
lunacy  division  clerks  and  other  clerks  when  the  latter  are  neces- 
sarily absent  from  their  desks. 

Vault  Clerk. 

This  clerk  should  have  charge  of  the  vault  and  the  filing  of 
documents  therein.  If  relieved  of  the  work  of  operating  the 
special  assessment  docket  and  such  other  general  records  as  he 
now  handles,  one  clerk  should  be  able  to  look  after  the  vault 
work  and  wait  on  the  public  seeking  files  for  purposes  of  exam- 
ination. 

Minute  Clerks. 

Two  minute  clerks — one  to  attend  the  sessions  of  the  main 
court,  the  other,  those  of  the  branch  court — should  be  provided. 
The  latter  should  be  required  to  write  the  inheritance  tax  (com- 
mon law)  record  and  the  election  record,  and  each  should  post 
the  minutes  of  the  orders  taken  by  him  to  the  dockets  and  to 
such  ink  blotters  as  may  be  necessary  for  the  use  of  the  record 
writers.    This  is  the  practice  in  the  Circuit  and  Superior  Courts. 

Record-Writing  and  Certified  Copy  Work, 

Law  and  Miscellaneous  Records. — Substantially  all  of  the 
records  of  the  Court  and  all  certified  copies  made  are  written  in 
long  hand.    Form  record  books  are  provided  where  they  can  be 
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used  to  advantage.  The  limited  volume  and  varied  character  of 
this  work  perhaps  render  the  general  use  of  typewriters  imprac- 
ticable, but  the  Bureau  believes  that  the  use  of  machines,  as  here- 
inafter pointed  out,  would  in  some  cases  prove  desirable. 

The  writing  of  the  common  law  record  is  now  assigned  to 
one  clerk  who,  as  occasion  requires,  also  acts  as  substitute  min- 
ute clerk.  This  plan  is  commendable  and  may  well  be  continued, 
but  until  there  is  a  very  material  increase  in  this  work,  one  clerk 
should  be  able  to  handle  it  and  also  to  operate  the  "default  and 
judgment,"  the  "confession,"  and  "voluntary  assignment"  rec- 
ords. 

Orders  in  inheritance  tax  suits  docketed  as  common  law 
cases  were  spread  in  the  general  law  record  prior  to  November 
4,  191 1.  Since  that  date  they  have  been  spread  in  a  separate  book 
and  the  work,  which  amounts  to  about  one  page  a  day,  has 
been  done  by  the  index  and  docket  clerk.  A  separate  record  is 
also  kept  for  election  matters  and  for  orders  entered  in  connec- 
tion with  cases  docketed  in  the  "contempt  docket."  This  book 
has  not  been  written  up  since  December  6,  191 1.  The  orders  en- 
tered during  the  year  ended  October  31,  191 1,  covered  541 
pages,  an  average  of  about  two  pages  per  working  day. 

The  duties  of  the  minute  clerk  assigned  to  the  branch  court 
are  not  numerous.  He  could  easily  write  both  the  inheritance 
tax  order  record  and  the  election  record,  above  referred  to.  It 
is,  therefore,  recommended  that  that  work  be  assigned  to  him. 

Special  Assessment  Records. — Three  clerks  have  been  as- 
signed to  writing  the  records  in  special  assessment  cases.  Two  of 
them  are  engaged  in  writing  general  orders  in  city  and  country 
proceedings,  respectively.  There  are  no  reliable  data  from  which 
to  determine  accurately  the  amount  of  work  which  these  two 
clerks  have  done  during  the  past  year  and  a  half.  Their  books 
show,  however,  that  the  work  which  originated  during  the  year 
ended  October  31,  191 1,  could  have  been  performed  without  dif- 
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ficulty  by  one  competent  man.  The  total  number  of  pages  writ- 
ten by  both  clerks  in  spreading  the  orders  originating  within  that 
period  aggregates  1,452,  an  average  of  less  than  3  pages  per 
working  day  for  each  clerk,  or  about  1,250  words  each  per  day. 
During  the  first  four  months  of  the  present  year  no  material  in- 
crease in  the  work  was  indicated.  Considering  the  fact  that  a 
large  part  of  the  orders  are  draft  orders  and  that  the  recording 
of  them  is  ordinary  copy  work,  this  average  would  be  low  for 
one  man.  But  that  one  man  could  have  handled  the  work  is  evi- 
denced by  the  fact  that  the  clerk  assigned  to  operating  the  special 
assessment  records  of  the  Superior  Court  spread  1,433  pages  dur- 
ing the  year  ended  October  31,  191 1. 

If  the  volume  of  work  were  to  continue  as  in  the  past,  the 
Bureau  would  have  no  hesitation  in  recommending  the  dismissal 
of  one  of  these  clerks.  At  the  present  time,  however,  prac- 
tically all  special  assessment  petitions  are  being  filed  in  the  County 
Court,  and  aside  from  the  normal  increase  which  may  be  expect- 
ed in  this  kind  of  work,  there  are  indications  that  the  City  of 
Chicago  will  make  an  unusual  number  of  improvements  by  spe- 
cial assessment  during  191 3.  If  the  present  method  of  doing 
the  work  is  to  be  continued,  the  retention  of  two  clerks  to  write 
these  general  orders  is  recommended.  The  best  way  to  handle 
the  situation,  however,  would  be  to  provide  a  book  typewriting 
machine  and  secure  a  record-writer  who  could  operate  it.  Con- 
sidering that  a  large  part  of  these  orders  are  "draft"  orders, 
the  spreading  of  which  calls  for  mere  copying,  the  advantage 
of  using  such  a  machine  seems  obvious,  and  the  Bureau  be- 
lieves that  one  competent  operator  could  take  care  of  this  work, 
even  with  the  increased  volume  which  is  anticipated. 

The  third  clerk  engaged  on  special  assessment  records  op- 
erates the  two  form  books  provided  for  the  entry  of  general 
orders  confirming  assessments.  One  book  is  used  for  orders  in 
proceedings  where  property  holders  make  no  objection  to  the 
assessment.     But  very  little  work  is  involved  in  filling  in  the 
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form  in  each  case.  The  other  book  is  used  for  orders  in  pro- 
ceedings where  a  part  of  the  property  holders  affected  object  to 
the  assessment.  The  formal  part  of  each  order,  except  the  num- 
ber and  title  of  the  proceeding  and  the  name  of  the  moving 
party,  is  printed,  but  it  is  necessary  for  the  clerk  writing  these 
orders  to  copy  into  them  the  legal  description  of  each  piece  of 
real  estate  as  to  which  an  objection  has  been  filed.  This,  of  itself, 
is  not  a  serious  task,  but  it  is  claimed  that  many  of  the  descrip- 
tions contained  in  "objections"  filed  are  inaccurate  and  incom- 
plete and  that  it  is  necessary  to  check  them  with  the  descrip- 
tions set  up  on  the  assessment  rolls  in  order  to  insure  the  cor- 
rectness of  the  descriptions  appearing  in  the  order.  This  check- 
ing is  said  to  consume  a  great  deal  of  time  and  such  is  probably 
the  case  where  the  rolls  are  long  and  the  objections  numerous. 

The  fees  paid  for  certified  copies  of  rolls  indicate  that  but 
very  few  of  them  are  of  any  considerable  length.  It  is  prob- 
able, therefore,  that  the  failure  to  keep  this  record  written  up 
to  date  is  to  be  attributed  to  some  other  cause  than  that  above 
mentioned.  This  conclusion  is  emphasized  also  by  the  fact  that 
between  April  6th  and  August  23d  of  this  year — a  period  of  4J 
months — the  clerk  assigned  to  the  work  completed  the  writing 
of  orders,  the  entry  of  which  extended  over  a  period  of  nine 
months.  The  work  on  this  record  is  now  approximately  three 
years  in  arrears.  Orders  entered  in  October,  1909,  were  being 
written  up  during  August  last.  The  employment  of  a  clerk  to 
write  this  record  is  recommended.  Such  assistance  as  may  be 
necessary  to  bring  the  work  up  to  date  could  be  rendered  by  the 
copy  clerks  or  other  record-writers  when  not  engaged  on  their 
regular  work. 

The  book  now  used  for  spreading  orders  of  confirmation, 
when  objections  have  been  filed,  is  printed  so  as  to  provide  for 
the  entry  of  orders  in  two  cases  on  each  page.  It  not  infre- 
quently occurs,  however,  that  the  blank  space,  which  is  provided 
for  listing  the  descriptions  of  property  as  to  which  objections 
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have  been  filed,  is  not  large  enough  for  the  purpose,  and  that 
such  descriptions  as  cannot  be  written  in  it  are  written  on  loose 
sheets  and  then  placed  in  an  envelope  on  the  inside  of  the  front 
cover  joi  the  book.  This  practice  is  open  to  serious  objection. 
It  would  be  better  to  provide  a  book  with  but  one  form  order 
printed  on  each  page  and  with  such  vertical  ruling  beneath 
the  printed  matter  as  would  facilitate  the  listing  of  the  legal  de- 
scriptions above  mentioned.  Such  ruling  might  be  made  to 
conform  with  the  ruling  upon  the  assessment  rolls  and  the  de- 
scriptions be  entered  in  the  same  manner. 

Certified  Copy  Work. — There  are  no  records  or  other  data 
from  which  the  Bureau  investigators  have  been  able  to  determine 
with  accuracy  the  amount  of  work  done  by  the  six  clerks  em- 
ployed in  making  certified  copies.  It  was  ascertained,  however, 
that  over  80  per  cent  of  their  work  is  in  connection  with  the  prep- 
aration of  copies  of  assessment  rolls  for  certification  to  collectors. 
More  than  50  per  cent  grows  out  of  assessments  levied  in  the  City 
of  Chicago ;  about  30  per  cent  out  of  country  assessments.  The 
City  of  Chicago  and  the  Village  of  Oak  Park  furnish  their  own 
copy.  Therefore,  about  one-half  of  the  work  of  these  clerks  is 
merely  comparing  copy.  The  other  half  is,  for  the  most  part, 
making  copies  of  records  and  rolls. 

The  individual  salaries  paid  the  clerks  are  not  high  and  the 
prices  charged  are  sufficient  to  return  a  profit  on  the  work  un- 
der proper  handling.  Notwithstanding  these  conditions  the  serv- 
ice is  being  conducted  at  a  loss.  The  salaries  paid  are  exceed- 
ing the  fees  earned.  Because  of  the  failure  to  keep  definite  serv- 
ice records,  the  Bureau  investigators  have  been  unable  to  de- 
termine definitely  the  amount  of  such  excess.  This  situation 
makes  it  apparent  that  a  high  degree  of  efficiency  is  not  main- 
tained in  carrying  on  the  work.  When  it  is  considered  that  ap- 
proximately half  of  the  work  is  but  comparing,  and  that  the 
same  prices  are  charged  for  it  as  for  copy  made  in  the  office,  the 
excess  of  the  pay  roll  over  the  earnings  becomes  all  the  more 
striking. 
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Without  reliable  data  as  to  the  amount  of  work  done  and 
in  view  of  the  increased  volume  of  special  assessment  work  which 
these  clerks  will  probably  be  called  upon  to  handle  during  the 
coming  year,  the  Bureau  does  not  recommend  reducing  the  pres- 
ent force  employed.  On  the  other  hand,  it  believes  that  no 
additional  help  should  be  allowed  until  it  is  established  affirma- 
tively that  the  present  force  is  unable  to  do  the  work  by  exerting 
a  reasonable  effort. 

As  a  basis  for  ascertaining  whether  or  not  each  clerk  is 
doing  a  fair  amount  of  work,  service  records  in  such  form  as  to 
show  the  quantity  and  character  of  the  work  done  and  the 
amount  of  time  required  to  do  it  in  each  case,  as  well  as  the 
fee  charged  therefor,  should  be  installed  and  faithfully  kept. 

Since  much  of  this  work  consists  of  making  copies  of  orders 
and  documents  on  file,  it  seems  apparent  that  that  part  of  it 
could  be  more  expeditiously  and  economically  done  if  typists 
were  employed.  The  Bureau  therefore  recommends  that  for  the 
ensuing  year  two  typists  be  substituted  for  two  of  the  present 
folio  clerks. 

So  far  as  there  is  any  general  supervision  of  the  record- 
writing  force,  it  is  exercised  by  the  assistant  chief  clerk.  It  is 
recommended  that  the  record-writing  and  certified  copy  divisions 
of  the  service  be  consolidated  and  placed  under  the  supervision 
of  a  head  clerk,  who  shall  direct  the  force. 

If  the  recommendations  made  in  this  report  with  respect  to 
the  methods  employed  in  preparing  records  and  certified  copies 
are  accepted  and  the  changes  put  into  effect,  it  should  be  possi- 
ble to  do  a  considerably  larger  amount  of  work  with  the  present 
force.  This  is  important,  since  present  indications  are  that  the 
volume  of  special  assessment  work  will  be  materially  increased 
within  a  short  time. 

Lunacy  Division  Clerks. 

The  work  of  the  office  in  connection  with  lunacy  cases  is 
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handled  as  a  separate  branch  of  the  service.  The  work  consists 
chiefly  of  (i)  preparing  petitions  and  other  papers  necessary 
for  instituting  proceedings  to  determine  the  mental  condition  of 
persons  alleged  to  be  insane;  (2)  docketing,  indexing  and  taxing 
costs  in  such  cases;  (3)  writing  the  records  in  cases  when  the 
alleged  lunatic  is  found  insane;  (4)  attending  the  lunacy  court 
one  day  each  week;  (5)  making  certified  copies  of  the  proceed- 
ings for  persons  interested  therein.  For  the  preparation  of  sub- 
stantially all  papers  and  records,  printed  forms  are  furnished 
and  filled  out  by  the  clerks.  The  records  show  that  the  number 
of  cases  instituted  averages  approximately  nine  a  day,  and  that 
the  alleged  lunatics  are  found  insane  in  about  75  per  cent  of 
them. 

Three  clerks  are  at  present  engaged  on  the  general  work, 
two  of  whom  perform  practically  all  of  it.  A  stenographer  is 
also  employed  to  take  and  transcribe  testimony  heard  at  the 
trials. 

Notwithstanding  there  is  considerable  detail  work  involved, 
it  is  believed  that  two  clerks  should  be  able  to  handle  nine 
cases  a  day,  especially  since  record-writing  is  required  in  less 
than  seven  of  them.  The  practical  effect  of  dispensing  with  the 
services  of  the  third  clerk  now  employed  at  a  salary  of  $1,800  a 
year  would  be  to  require  the  other  two  clerks  to  write  one  page 
of  record  a  day  in  addition  to  the  work  they  are  now  doing. 
Two  general  clerks  and  a  stenographer  are  therefore  recom- 
mended in  place  of  the  three  clerks  and  stenographer  now  em- 
ployed. 

Copies  of  proceedings,  warrants,  etc.,  are  now  prepared  in 
duplicate,  but  carbon  process  is  not  used.  By  the  use  of  a 
pencil  carbon  and  a  glass  pen,  the  time  of  the  clerks  could  be 
economized.  The  preparation  of  certified  copies  for  which  fees 
are  paid  should  be  assigned  to  the  certified  copy  clerks. 

The  practice  of  withholding  lunacy  cases  from  the  docket 
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until  heard  by  the  Court  should  be  discontinued.  Cases  should 
be  assigned  their  respective  serial  numbers  and  docketed  in  the 
order  of  their  filing  as  soon  as  practicable  after  the  petitions 
are  filed. 

Inheritance  Tax  Clerk, 

The  inheritance  tax  act  designates  the  County  Judge  as 
the  officer  to  determine  the  value  of  the  estates  of  deceased  per- 
sons and  fix  the  amount  of  the  tax  on  legacies.  This  law  also 
requires  the  filing  and  recording  of  certain  documents  in  the 
office  of  the  Clerk  of  the  County  Court.  Under  its  provisions 
the  Clerk  is  authorized  to  appoint  an  assistant  at  a  salary  of 
$1,500  a  year  to  be  paid  out  of  the  fees  earned.  The  clerk  now 
employed  is  appointed  and  paid  in  that  manner,  and  the  position 
has  not  been  included  in  those  authorized  by  the  Circuit  Court 
Judges. 

The  usual  procedure  followed  requires  the  docketing  and  in- 
dexing of  each  case,  the  registering  of  documents  as  they  are 
filed,  and  the  recording  of  the  orders  appointing  the  appraiser 
and  fixing  the  amount  of  the  tax,  and  also  of  the  receipt  issued 
by  the  county  treasurer  when  the  tax  is  paid.  The  number  of 
cases  docketed  has  averaged  about  two  a  day  during  the  past 
year  and  a  half,  and  during  that  period  the  record-writing  has 
averaged  about  eight  pages  a  day,  two  of  which  were  on  forms. 
The  clerk  above  mentioned  has  done  all  of  this  work,  except 
the  recording  of  part  of  the  receipts.  (See  page  19.)  Under  the 
plan  proposed  he  would  be  relieved  of  the  docket  work  and 
should  require  no  other  assistance. 

2.    SALARY  RATES  PROPOSED. 

Little  uniformity  exists  with  respect  to  compensation  paid 
employes  performing  similar  duties  in  the  county  service.  A 
careful  regrading  of  salaries  based  on  the  character  of  duties 
performed  is  needed.     It  should  be  possible  to  accomplish  this 
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under  civil  service  rules  with  much  less  difficulty  than  would 
have  been  experienced  under  the  "spoils"  system  formerly  in 
vogue. 

^P  So  far  as  employes  who  may  come  into  the  service  in  the 
future  are  concerned,  rates  thus  established  should  become  ef- 
fective at  once.  With  respect  to  employes  who  have  been  in  the 
service  for  a  considerable  period  and  have  been  receiving  their 
present  salaries  for  some  length  of  time,  reductions  in  the  rates 
might  in  some  cases  work  hardships.     In  such  instances,  per- 

Juips,  exceptions  to  the  general  rule  would  be  justified. 

^F  In  the  absence  of  generally  established  standards  of  rates,  the 
Bureau  has  set  up  in  the  table  on  page  6  such  rates  as  it  believes 
would  afford  fair  compensation  for  the  services  to  be  performed. 
In  recommending  the  salaries  proposed,  it  has  taken  into  consid- 
eration prevailing  salary  rates  and  similar  conditions  in  other 
county  offices.  Where  conditions  do  not  strongly  demand  a 
change,  present  salaries  have  not  been  disturbed  and  reductions 
are  shown  only  in  those  cases  where  the  rates  paid  seem  clearly 
too  high.  The  rates  shown,  however,  are  not  such  as  the  Bu- 
reau would  recommend  in  every  instance  if  an  entirely  new  or- 
ganization were  being  built  up. 


t 


3.    EXTRA  MEN. 


It  has  been  customary  for  the  Judges,  in  fixing  the  number 
of  assistants  to  the  Clerk,  to  provide  for  several  "extra  men" 
to  be  employed  "as  needed"  "on  special  assessment  work,  making 
certified  copies,  etc."  Eleven  of  the  twenty-six  clerks  authorized 
for  the  year  191 2  were  so  designated. 

P  The  plan  of  employing  "extra  men"  "as  needed"  contem- 
plates temporary  service  from  time  to  time  on  the  part  of  these 
clerks.  Under  present  conditions  this  entire  arrangement  is  a 
fiction.  These  men  are  employed  as  permanently  as  any  of  the 
other  clerks  on  the  pay  roll,  and  a  survey  of  the  table  on  pag^ 
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18  will  show  that  several  of  them  are  regularly  assigned  to 
work  of  a  continuous  nature,  which  is  not  special  assessment 
or  certified  copy  work. 

The  Bureau  approves  of  the  practice  of  employing  the  men 
permanently,  since  the  proper  handling  of  the  work  of  an  office 
of  this  kind  requires  the  services  of  clerks  with  special  train- 
ing and  experience,  such  as  temporary  employes  would  not  usual- 
ly possess.  Moreover,  with  the  work  properly  organized  and 
conducted,  the  continuous  employment  of  only  so  many  men  as 
would  be  necessary  under  normal  conditions  should  produce 
more  efficient  and  economical  service  than  would  the  present  plan 
of  using  extra  men,  even  if  that  plan  were  carried  out  in  prac- 
tice. Therefore,  in  making  its  recommendations  for  the  ensuing 
year,  the  Bureau  has  omitted  any  provision  for  "extra  men." 


4.    ACCOUNTS. 


The  Bureau  did  not  attempt  to  conduct  an  audit  of  the  ac- 
counts of  this  office,  but  examinations  of  its  financial  records  for 
purposes  other  than  the  auditing  thereof  disclosed  a  sufficient 
number  of  erroneous  entries  to  indicate  that  the  bookkeeping 
might  be  more  carefully  done. 
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Costs  in  "Poor  Persons''  and  Inheritance  Tax  Cases. 

The  present  practice  is  to  charge  to  Cook  County  the  fees 
in  "poor  persons"  cases  and  in  inheritance  tax  suits  brought  by 
the  State  for  the  collection  of  delinquent  inheritance  taxes.  A 
statement  of  such  charges  is  rendered  periodically  to  the  County 
Board  and  the  amount  thereof  paid  to  the  Clerk.  Charges  against 
the  County  are  not  properly  made  in  either  of  these  classes  of 
cases.  In  the  former  the  "poor  person"  is  permitted  to  sue  or 
defend  on  condition  of  paying  the  costs  out  of  the  proceeds,  if 
any,  of  the  litigation.  It  is  suggested  that  at  the  time  of  in- 
stituting the  suit,  these  cases  be  entered  on  the  cash  sheet  so  as  ; 
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to  indicate  that  no  fee  has  been  collected ;  and  that  a  general  ac- 
count for  such  cases  be  opened  in  the  charge  accounts  ledger. 
This  account  should  be  so  kept  as  to  show  readily  in  which  cases 
fees  remained  due  and  unpaid.  A  reasonable  effort  should  be 
made  from  time  to  time  to  ascertain  whether  the  conditions,  un- 
der which  the  person  charged  with  the  fee  was  permitted  to  sue, 
have  been  complied  with ;  if  not,  an  effort  should  be  made  to  col- 
lect. Only  fees  actually  received  by  him  would  then  appear  as 
earnings  in  the  Clerk's  returns. 

Costs  in  the  inheritance  tax  cases  mentioned,  except  in  a 
very  limited  number  of  cases  where  they  are  released  by  the 
County  Judge,  are  included  in  the  judgment  against  the  de- 
fendant and  should  be  collected  by  the  Clerk  from  that  source. 
These  fees  are  earned  in  connection  with  services  rendered  the 
State,  but  (the  Bureau  is  informed)  under  the  rulings  of  the  At- 
torney General,  neither  the  State  nor  its  inheritance  tax  fund 
can  be  charged  therewith.    In  any  event,  the  County  is  in  no  way 

*ble  therefor. 
It  is  suggested  that  a  scheme  of  accounting  similar  to  that 
outlined  above  for  "poor  persons"  cases  be  adopted  in  connec- 
tion with  these  inheritance  tax  cases. 

I   Receipts  Issued  in  Lunacy  Cases. 

The  present  practice  of  using  the  receipt  form,  provided  for 
issuance  at  the  detention  hospital  when  fees  in  lunacy  cases  are 
there  paid,  as  a  memorandum  bill,  when  one  is  requested,  should 
be  discontinued.  The  receipt  form  should  be  used  only  when 
money  is  received.  When  a  memorandum  bill  is  requested  it 
should  be  furnished,  but  the  form  used  should  indicate  that  it 
is  not  designed  to  serve  as  a  receipt.  The  regular  receipt  should 
be  issued  in  every  instance  when  fees  are  subsequently  paid. 

Ipport  Funds, 
The  present  arrangement    for   handling   support    funds   is 
! 
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satisfactory  for  the  most  part.     The  following  changes  in  the 
form  of  the  accounts  are  suggested: 

1.  Each  account  in  the  ledger  should  show  by  and  to 
whom  funds  are  to  be  paid. 

2.  Each  ledger  account  should  show  on  the  debit  side 
(a)  the  date  of  payment,  (b)  the  number  of  the  receipt  is- 
sued to  the  payer,  (c)  the  name  of  the  payer,  and  (d)  the 
amount  paid;  and  on  the  credit  side  should  show  (a)  the 
date  when  paid  out,  (b)  the  number  of  the  check  issued, 
and  (c)  to  whom  paid. 

3.  When  money  is  disbursed  by  the  cashier,  he  should 
enter  upon  each  check  and  its  stub  the  serial  number  of  the 
receipt  issued  at  the  time  the  money,  against  which  he  is- 
sues the  check,  was  received  and  he  should  enter  on  the 
triplicate  of  the  receipt  a  cross  reference  to  the  number  of 
the  check.  If  the  operation  of  these  records  were  assigned 
to  the  cashier,  the  triplicate  of  the  receipt  now  issued  might 
be  dispensed  with.  The  check  number  would  then  be  en- 
tered upon  the  duplicate.  Duplicates  would  be  held  by  the 
cashier  until  the  money  for  which  they  were  issued  had  been 
disbursed,  after  which  they  would  be  bound  monthly  and 
filed  for  reference. 

4.  The  cashier  should  also  operate  a  register  in  bound 
form  showing  in  proper  columns  (i)  the  date  when  funds 
are  received,  (2)  the  serial  number  of  the  receipt  issued, 
(3)  the  amount  paid  in,  and  (4)  the  date  when  disbursed. 
A  balance  drawn  oif  from  this  cash  register  at  any  time 
would  show  the  balance  in  the  fund  and  also  the  difference 
between  the  total  debits  and  credits  appearing  on  the  ledger. 

By  entering  the  receipt  number  on  the  debit  side  of  the 
ledger  and  the  check  number  on  the  credit  side  thereof  and  also 
placing  the  number  of  the  check  upon  the  duplicate  of  the  cash 
receipt,  there  would  be  sufficient  data  at  hand  for  the  purposes 
of  an  audit. 

5.    CERTIFIED  COPIES. 

The  office  is  provided  with  blanks  in  bound  form  which  are 
numbered  consecutively,  upon  which  to  receive  orders  for  cer- 
tified copies.    The  arrangement  provided  is  a  good  one.    Not  all 
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orders  are  entered  on  these  order  blanks,  however. 

It  should  be  a  rule  of  the  office,  which  should  be  rigidly 
adhered  to,  that  no  work  in  the  way  of  preparing  a  certified  copy 
(except  copies  of  assessment  rolls  made  up  in  anticipation  of 
future  orders)  should  be  done  by  any  clerk  of  the  office  unless 
he  has  before  him  an  order  in  proper  form.  Mail  orders  should 
be  entered  on  the  form  by  one  of  the  clerks.  When  a  copy  is 
completed  the  charge  therefor  should  be  entered  on  the  order  by 
the  head  of  the  division.  The  copy  and  the  order  should  then 
be  transmitted  to  the  cashier  who  should  sign  and  seal  the  copy 
and  collect  the  fee  when  delivering  it. 

A  uniform  method  of  charging  for  this  class  of  work  should 
be  adopted  and  adhered  to. 

6.    OFFICE  EQUIPMENT. 

The  office  equipment  and  general  arrangement  are  not  well 
designed  from  the  standpoint  of  the  convenience  of  the  clerks. 
An  enclosed  counter  arrangement  similar  to  that  now  provided 
in  the  Recorder's  office  for  the  Torrens  department  would  greatly 
facilitate  the  work  of  the  filing  and  lunacy  clerks.  If  the  cashier 
is  to  handle  the  support  funds  and  the  records  thereof,  some 
changes  should  be  made  in  the  equipment  of  his  office.  He  should 
be  provided  also  with  a  separate  autograph  register  machine  for 
issuing  receipts  in  connection  with  fees  received  by  him. 


